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CASE RECORD MONITORING TOOL
Facility:       
	Auditor:
	     


	Youth’s Name:
	     
	Audit Date:
	     


ADMISSIONS
	YES
	NO
	N/A
	Standard
	Comments

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Youth Admission Form done within 2 hours of admission, all questions answered, dated, and signed by staff and youth
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Youth Photo taken within 2 hours of admission, entered in to JTS via webcam (if available)
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Approved Visitation List (JTS) is kept current by facility case manager
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Personal Property Inventory completed at intake, signed and dated by staff and youth
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Disposal of Personal Property used for youth to remove unauthorized property from facility, signed and dated by staff and youth
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Orientation Acknowledgement Form signed and dated by staff and youth
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Transportation Officer Transfer Form initiated by receiving staff
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Court Orders all present and scanned into JTS
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Petitions all present
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Complaints all present
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Administrative Revocation documents all present
	     


SERVICE PLAN
	YES
	NO
	N/A
	Standard
	Comments

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Initial Service Plan completed, dated and signed by staff and youth 
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Service Plan reviews/updates completed as required, dated and signed by staff and youth
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Youth Status Reports completed as required with all information required, progress summarized, staff signed and dated
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Pass Request / Supervision Plan completed before any pass with all information required, all required signatures in place prior to pass 
	     


CLASSIFICATION
	YES
	NO
	N/A
	Standard
	Comments

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Screening Committee Recommendation Form present
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Client Information Sheet present (STP Only)
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Re-Classification Documents present and current (YDC Only)
	     


CORRESPONDENCE
	YES
	NO
	N/A
	Standard
	Comments

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Telephone Log present, received calls as required (RYDC Only)
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Admission Letter to Parent/Guardian present
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Other required letters to parent/guardian present
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Letters to court present
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Letters to community case manager present
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Victim Notification letter present, mailed within 30 days of designated felon’s release or within 60 days of regular committed youth with loss of life case
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Mail Items Rejection Form used when a youth’s mail is not delivered to him/her
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Authorization to Release Information signed and dated by youth/parent/guardian for all releases, sent to Legal Services 
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Request for Criminal Record present for all releases of a youth’s criminal history
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Drug Testing Forms used when youth is drug tested
	     


SPECIAL INCIDENT REPORTS

	YES
	NO
	N/A
	Standard
	Comments

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	SIR (front page only) present for any incident where youth is the victim or accused (as indicated in the OQA database), and for any in-house incidents
	     


DISCIPLINARY PROCESS
	YES
	NO
	N/A
	Standard
	Comments

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Disciplinary Report for all “guilty” rule violations that resulted in a, signed by staff and youth within required timeframes (DR’s that are dismissed or “not founded” are not present in the record)
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Due Process Hearing Form completed for each DR present within required timeframes, signed and dated by staff and youth, signed and dated by Director
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Due Process Hearing Appeal present for each appeal filed, signed and dated by staff, responded to within required timeframe
	     


JUVENILE TRACKING SYSTEM
	YES
	NO
	N/A
	Standard
	Comments

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Custody Assessment (at least every 90 days, unless circumstances change) documented
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Housing Assessment (at least every 90 days, unless circumstances change) documented
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	STP Communication Notes & Review Notes present for education, medical, and behavioral health (for STP youth only)
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Group Counseling sessions (two per week) documented in Facility Programs Module, reflects progress on Service Plan goals
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Individual Counseling sessions (two per month) documented in Facility Programs Module, reflects progress on Service Plan goals 
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Cottage Meetings (one per week) documented in Facility Programs Module (YDC Only)
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Sex Offender Intervention (two per week) documented in Facility Programs Module, reflects progress on Service Plan goals (YDC Only)
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	RSAT (three per week) documented in Facility Programs Module, reflects progress on Service Plan goals (YDC Only)
	     


